IBIS

Idaho Business Intelligence Solution

Welcome to IBIS and our self guided training exsesi Our intent is to offer you an
alternative method to learn the basic Query Stluhotionality at your own pace and
time. Exercises will take you from the basics oilding a list report through the
filtering, formatting and scheduling processescleaxercise should take no more than
15 — 20 minutes from beginning to end. Exercisgsalways be saved in your “My
Folders” area in IBIS, then open and complete laseyou have time.

Instructor led classes are held on a monthly katdise SCO office in Boise. For class
dates and times refer to our Training, Instructed Link at our website
http://www.sco.idaho.gov/web/scoweb.nsf/displayvi@eadForm&L1=Training&L 2=I
nstructor-Led+CoursesShould you encounter questions along the waggd feel free
to e-mail our trainers &COtrainer@sco.idaho.gov

Begin at the SCO websiteww.sco.idaho.gov
Logon just as you do now for P-Card Accounting]ME, or Pay Stubs.

Office of the
Idaho State Controller
Secure Authentication

User Name Petunia DeBulldog

Agency [140  [Stete Controller's Office =
Code
Password [ ** Passwords are case sensitive
Login

Forgot Password? I

Select IBIS from the Application Selection Menu.

Denna M. Jones
Office of the State Controller

Application Selection Menu
You will only be able to access those applications you have been authorized to use
If you do not have authorization to enter an application that you wish to,
contact your agency security administrator

IDeal — the Idaho College Savings Program.......read more

Declare State Surplus Property Online Reporting

Emplovee Self Service Pay Stubs

Form W-2 Statewide Accounting System
GAAP Closing Packages Travel Express

IBIS Vendor Maintenance

IPOPS Vendor Remittance

LTIME

DHR Performance Evaluations
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authorized personnel,
 Query Studio Training for the New IBIS & Laumch Repart Studis
® Using filters in converted Query Studio Reports
@ Support/FAQs

Search: Name field v

Advanced ¥

Select a package {Navigate)

Select which package to use,

Recently used packages:
Open the IBIS package, Query Studio will open at th =
Insert Data Menu with a clean report area for yobdgin.

List of all packages:
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Admin Pages
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Statewide Cubes
Statewide Reports
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Exercise 1: Create a Simple List Report

Purpose: As new users we need to familiarize twgsevith the reporting ‘groups’ and
data selection from the query subjects within.thAs¢ time we are not concerned with
specific EIS or STARS questions, rather the fumliy of the ad hoc report writing
tool.

1. Begin by opening the EMPLOYEE PERSONNEL reportingup by clicking on

the + sign next to the reporting group title.
2. Open the EMPLOYEE query subject. Highlight the TASAME field and click
on the at the bottom of the left hand navigatiad.gr
Insert =

3. Highlight the MIDDLE NAME field and double click tmsert.

4. Highlight the FIRST NAME field and drag into the waarea. Watch the
blinking bar, and drop (insert) between the LASTME and MIDDLE NAME
column.

5. Select a series of query items with the SHIFT kigyghlight ORIGINAL HIRE
DATE and suppress the SHIFT key. Select the BENHEHIIG DATE. All
fields between the first and second select shoaldighlighted. Click on Insert =

6. Select items in random order with the CTRL keygtight WORK CITY and
suppress the CTRL key. Holding the CTRL key dogelect WORK COUNTY,
WORK STATE, and scroll to the top of the query sabjand select COUNT OF
EMPLOYEES and click

Insert =
L T N N N W W W W W W VW |
Data is turned off
Title
LAST FIRST MIDDLE ORIGINAL HIRE | LATEST HIRE | BEMEFIT ELIG WORE Y 14 WORE Caunt of
MAME MNAME M&ME DATE DATE DATE CITY COLNTY STATE Emploves
abecd abcd abcd Aug 13, 2008 Aug 13, 2008 | Aug 13, 2008 | abed abcd abcd 1,234
abcd abcd abcd Aug 13, 2005 Aug 13, 2008 Aug 13, 2008 abod abcd abcd 1,234
abcd abcd abcd Aug 13, 2005 Aug 13, 2008 Aug 13, 2008 abod abcd abcd 1,234
Sumnary 1,234
7. Highlight the LAST NAME query item and click thetagon %

and Cut the column.
8. Paste the column LAST NAME next to MIDDLE NAME byghlighting

ORIGINAL HIRE DATE and clicking the paste ic B
9. Run your report.



Idaho Business Intelligence Solution

Exercise 2: Add Pre-defined filters to List Report

Purpose: To understand how pre-defined filtersbemathe basis of a reporting group and
where to find the most commonly chosen filtersyfour query subjects. Using these pre-
defined filters saves time by not having to find tfuery item, insert it in the work area,
and then going through the steps of building therfiMake sure you have the Run
Report menu set to ‘Preview with No Data’ before ywoceed.

We will remain in the Simple List Report built irk&rcise 1. Make sure you have the
reporting group — EMPLOYEE PERSONNEL open and
1. Make sure the EMPLOYEE PERSONNEL reporting groupgsn.

2. Collapse the Query Subjects that are open by alickie— sign. Scroll to the
bottom of the reporting group for pre-defined itACTIVE EMPLOYEE,
TERMED EMPLOYEE, CURRENT POSITION, CLASSIFIED, ah®DN-
CLASSISFIED.

3. Highlight the filter ACTIVE EMPLOYEE then drag ihithe work area of your
list report. The filter icon and name will be &dtin the upper left of your work
area, above your list report items.

4. Repeat the process to bring in the CURRENT POSITHé:.

? ACTIVE EMPLOYEE
? CURREMT POSITION

LAST FIRST MIDOLE CRIGIMAL HIRE | LATEST HIRE | BEMEFIT ELIG W CIRK WDRE WDRE Counk of

MAME MAME MAME DATE DATE DATE CITY STATE Employee
abcd abcd abrd Aug 14, 2008 Aug L4, 2008  Aug 14, 2008 abed abcd abrcd 1,234
abcd abcd abcd Aug 14, 2008 Aug 14, 2008 Aug 14, 2008 | abed abcd abcd 1,234
abcd abcd abcd Aug 14, 2008 Aug 14, 2008  Aug 14, 2008 abed abcd abcd 1,234
Summary 1,234

5. Open the filters by clicking the filter icon in fioof CURRENT POSITION.
Filters are now combined into AND/OR statements.

6. Delete the pre-defined filters ACTIVE EMPLOYEE aGWWRRENT POSITION,
by using the undo arrow icon in the toolbar.

7. Open the reporting group FILTERS at the bottonhefinsert Data grid.

8. Highlight and select the pre-defined filter ACTNEMPLOYEE/CURRENT
POSITION

9. Run your report.
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Exercise 3: Build a custom filter in a list report

Purpose: In our first exercises we created sifigtieeports using pre-defined filters.
We will modify the current report and insert adalital fields to filter on query items of
our choice._Set ‘Preview with No Data’ before ymoceed.
1. Make sure the EMPLOYEE PERSONNEL reporting grouppen.
2. Highlight the LATEST HIRE DATE on the report.
3. Hold the CTRL down and select BENEFIT ELIG DATE anfDRK STATE,
then click the delete icon or press the Delete key.
4. Remain in the EMPLOYEE PERSONNEL reporting groud apen the query
subject EMPLOYEE
5. Insert the query item GENDER by highlighting itdagiragging it between the
fields MIDDLE NAME and ORIGINAL HIRE DATE.
Select the GENDER field (notice the column headings gold).
Select the filter option (Edit Data menu, use ilterficon or right-click the field).
The filter selection opens a dialog box.
Type in the word MALE and click the Insert box.

R S

Reduce the amount of data in the report, With the Prompt Pick walues from a list Search for values
opton selected, the filter can be changed each tme the report
runs.

No

o

Filter on: [ Prompt every time the report runs
GEMNDER

Condition:

IShow only the following j

IMALE Insert #

+ Remove

Select all Deselect all

9. Leave the Condition statement on ‘Show only théofeing’ and click OK.

10. You will get a second select showing the newfitembined with the
Active/Current Position filter. Again, click OK.

11.Run your report.

Title

? ACTIVE EMPLOYEE/CURRENT POSITION AMD GEMDER: MALE

Mo data available

Your report ran but with no data available. Theefilonly works with the proper values
entered..



IBIS

Idaho Business Intelligence Solution

12.To modify the filter GENDER: MALE , click the hyplark in the filter line.

13. Highlight the criteria MALE in the filter selectidmox and clickRemove

14.1n the upper right corner of the filter grid clidke link to “Pick values from a
list”.

15. A drop-down box will display all of the valid optis. TheCondition: options
are M for male or F for female.. You can also neoager the query item to see
how the field is defined.

[Filter (Pick values fromatisy x|

Feduce the amount of data in the report, With the Prompt option Search for values Type in values
selected, the filter can be changed each time the report runs.,

Filter on: ‘ [T Prompt every time the repaort runs|
GEMDER.

Condition:
|5huw only the following j

rF
il

16. Select the option ‘M’ and click OK.
17.Run your report.

Title

? ACTIVE EMPLOYEENCURREMT POSITION AMD GEMDER.: 1M AND AGEMCY CODE: 140

LAST MAME FIRST MAME | MIDDLE MAME | GEMDER | ORIGIMAL HIRE DATE | WORK CITY COUNTY | Count of Employes
EBALL KURTIS WAYNE WALKER M Ock 2, 2006 EOISE ADA 1
EBARRIMGER LAWREMCE — GRAHAM I+ Sep 26, 2005 BOISE ADA 1
BEMCEER ROCEY ] il Apr 26, 1993 BOISE frintiy 1
BLIS KEITH PaLIL I Sep 18, 1995 BOISE fint) 1
EUTTE SCOTT ] I+ Dec 11, 2006 EOISE ADA 1
CARTER JAMES H I+ Jan 24, 2005 BOISE ADA 1
CASSEL CLARE 4 il May 4, 1992 BOISE frintiy 1

NOTE: Agencies are predefined to filter for yourehgy data. AGENCY CODE: 140
filter above for SCO purpose only!
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Exercise 4. Build group filter combinations

Purpose: To create a payroll payments report 8pégicertain cost centers (INDEX or
PCA) using the same BU (budget unit). Users mesadly know PCA or BU numbers,
however, a quick query selecting these fields aedasociated description may help
narrow your search. Begin with a clean report shgelicking on the icon for new
report. Run a list for your agency and pick twoAP&@ INDEX with the same BU.

? AGENCY CODE: 140

IMNDEX CODE IMDEX TITLE BUDGET UMIT CODE BUDGET LIMIT
MOT APPLICABLE SCAA ADMIMISTRATION
MOT APPLICABLE SCEA STATEWIDE ACCOUNTING
MOT APPLICABLE SCCA STATEWIDE PAYROLL
MOT APPLICABLE DA COMPUTER CENTER
2502 ACCOUMTIMG ADMIM, SCEA STATEWIDE ACCOUNTING
2522 D54 ADMIMISTRATION PAYROLL ALLOCATION  SCEA STATEWIDE ACCOUNTING
m STATEWIDE ACCOUNTING
2602 SY¥STEM ADMIMISTRATION SCEA STATEWIDE ACCOUNTING
2630 ACCOUNTIMG SYSTEM UPGRADE SCEA STATEWIDE ACCOUNTING
270 ST TG OPERATICES >i_BA STATEWIDE ACCOUNTING
2502 REPORTIMG AMD REYIEW SCEA STATEWIDE ACCOUNTING

For our agency 140 example, INDEX 2602 and 2636 have the same BU SCBA. We

will begin with a clean report sheet by clicking v icon for new repor O

The query items to include in our report are: AGENCODE, PROCESS DATE,
INDEX CODE or PCA NO, BUDGET UNIT CODE, LAST NAMEGL AMOUNT. We
will also add pre-defined filter ACTIVE EMPLOYEE.

1. Atthe main Menu under Insert Data, open the ‘répgrgroup’ EMPLOYEE
PAYROLL/PAYMENTS by clicking the + sign. (Noticéis reporting group is
pre-filtered on GL 4200)

Open the Query Subject AGENCY.
Use the CTRL key to select INDEX CODE and BUDGENIU CODE and
click Insert.

a. If you are a PCA driven agency only select the BULIGJNIT CODE.

Add your PCA from the query subject PROGRAM.
4. Close the AGENCY query subject by clicking the gsi
5. Open the Query Subject EMPLOYEE
6. Double-click the query item LAST NAME. The quetgm will be added to the
left of the last column entered.
a. Close the EMPLOYEE query subject by clicking theign.
7. Open the Query Subject VENDOR AND OTHER INFO

w N
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8. Scroll to the bottom of the list and select PROCERSE.

9. Drag PROCESS DATE in between AGENCY CODE and INDE&DE or
PCA NO.

10.Close the VENDOR AND OTHER INFO query subject bigkinhg the — sign

11.0pen the Query Subject GL. Select the measure@e®MOUNT and double
click to add to the query list report.

12.Close the GL query subject by clicking the — sign.

13. Scroll to the bottom of the query subjects in thFEOYEE
PAYROLL/PAYMENTS reporting group. Add the filter@TIVE EMPLOYEE.

Your query items have all been added. You are meady to begin building and

grouping your filters. We will be building filterzn the INDEX CODE or PCA NO you
found in your first query.

14.Click the column heading INDEX CODE or PCA NO ahért select the filter
option by using the icon, right-click for a dropvdo menu or use the Edit Data
menu.

15.Insert the INDEX CODE or PCA NO to the selecticst.liLeave the Condition
statement on “Show only the following”.

16. Scroll down to the Missing values and click the deavrow to open the selection
criteria. Select “Leave out missing values” andkcOK.

Filter on:

[T Prompt every time the report runs
[NDEX CODE

Condition:

Show only the following j

Inzernt * 2602

+ Rermove

Select all Deselect all
Missing waluss #

Missing walues, also known as null values, occur when data is missing or has not yet been entered in the
data source.

ILeave out missing walues j

W Apply the filter to individual values in the data source

OK Cancel

17.Confirm the filters as they are now grouped with Bre-defined filter ACTIVE
EMPLOYEE AND INDEX CODE: 2602 and no missing valu&slick OK to
accept the grouped filter.
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Detail Surmmary
Usze the Detail tab to apply the filter to individual values in the data source.

Filter
-+ ACTIVE EMPLOYEE
+| aAND~ INDEX CODE: 2602 and no missing values

Group Ungroup  Apply NOT Remove NOT Delete Delete al Add a fiter line. .

OK Cancel | Apply

18.To add the second filter on INDEX CODE or PCA, rapsteps 1 — 4
a. By re-selecting the same field you will be promptedelect an option;
Click - Add a filter to INDEX CODE.

The primary filters have been added and now therstary filters for BUDGET UNIT
CODE can be added.
19.Click on the column heading BUDGET UNIT CODE antksethe filter option
by using the icon, right click for drop-down menutloe Edit Data menu.
20.Insert the BUDGET UNIT CODE in the selection lidteave the Condition
statement on the default of “Show only the follogyin
21. Scroll down to theMissing valueslink and click the down-arrow to open the
selection criteria.

Detail Surnmary:

Use the Detail tab to apply the filker ko individual values in the data source,

Filter
= ACTIVE EMPLOYEE

-+ OR ~ IMDEX CODE: 2602 and no missing values

- OR > IMDEX CODE: 2630 and no missing values
-+ OR ¥ BUDGET UNIT CODE: SCBA and no missing values

Group  Ungroup  Apply MOT Remove MOT Delete Delete all  Add a Filker line ..

QK Cancel Apply

22.Select “Leave out missing values” and click OK.
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23.Using your CTRL key select the first INDEX CODEREA NO and the new line
item for the BUDGET UNIT CODE. When you select thiers, the rows are
highlighted for easy visibility. Click on the Grpunyperlink and then OK to
complete.

24.Make sure the new group is changed to INDEX CODEDABUDGET UNIT
CODE, rather than OR.

Detail Surmmary

Use the Detail tab to apphy the Filter to individual values in the data source.

Filter
+ = W

+ OR( (| mpEX CODE: 2602 and o missing values AND * BUDGET UNIT CODE: SCBA and no missing values }

4= DR~> INDEXCULE..oo.

Group  Ungroup  Apply WOT  Remove MOT  Delete Delete sl Add a filker line...

| Ok || Cancel || Apply |

25.Repeat steps 7 — 11 adding a second filter onaime 8UDGET UNIT CODE.
By re-selecting the same field you will be prompted&elect an option;
Click - Add a filter to BUDGET UNIT CODE.
26.Run your report.

10



IBIS

Idaho Business Intelligence Solution

Exercise 5: Edit your filters

Purpose: To learn to open and edit grouped fiisra/ell as accessing filters within the
group for editing. Using Advanced Filters can befasing with the AND/OR statement
possibilities. We will continue with the report weere building in Exercise 4. Set
‘Preview with No Data’ before you proceed

1. Click the filter icon to open the existing filte.his will open the Combined
Filters dialog box.

2. Select the ACTIVE EMPLOYEE filter.

3. Use the ‘CTRL’ key and select the grouped filteDIRX CODE: 2602 AND
BUDGET UNIT CODE: SCBA and click Group.

4. The filters are now a separate group from the thltel. On the right side
between the new group filter, change the AND/ORND.

Detail Surmmary

Use the Detail tab to apply the filter to individual values in the data source.

| | Filter
+ { | ACTIVE EMPLOYEE
AND ¥
{ | INDEX CODE: 2602 AND  BUDGET UNIT CODE; scha 1
4= OR~ (| INDEX CODE: 2630 AND ¥ BUDGET UNIT CODE: scha )‘

Group Ungroup Apply NOT Remove NOT Delete Delete all Add a filter line...

| oK H Cancel H Apply ‘

5. The AND/OR statement connecting the two groups lsh@amain as OR.
6. Re-run your report.

—
? ( ACTIVE EMPLOYEE AND ( INDEX CODE: 2602 AND BUDGET UNIT CODE: sl ) ) OR { INDEXMODE: 2630 AND BUDGET UMIT CODE: scha )
AGEMCY CODE | PROCESS DATE | INDEX CODE | BUDGET UNIT CODE | LAST NAME | GLAMC

140 Jul 12, 2007 2602 SCBA CARTER. 2,141.41

140 Jul 12, 2007 2602 SCBA EVERILL 2,194.54

140 Jul 12, 2007 2602 SCBA HACKMEY 3,366.55

140 Jul 12, 2007 2602 SCBA HALISKEN 2,190.97

140 Jul 12, 2007 2602 SCBA HILL 2,381.79

140 Jul 12, 2007 2602 SCBA KORA 2,314.93

140 Jul 25, 2007 2602 SCBA CARTER 2,775.82

140 Jul 25, 2007 2602 SCBA EVERILL 2,813.22

140 Jul 26, 2007 2602 SCBA HACKMEY 4,021.58

140 Jul 26, 2007 2602 SCBA HALSKEN 2,825.89

140 Jul 25, 2007 2602 SCBA HILL 3,089.17

140 Jul 25, 2007 2602 SCBA KORA 2,361.24

11
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Exercise 6: Add more filters to existing combinabns

Purpose: As reports are designed, we often ge¢ ahetiail information than is necessary.
This exercise will illustrate how eliminating oneegy item can simplify and summarize
the ad hoc report. Adding filters also helps fimee the report by looking at specific date
ranges in addition to set criteria. Deleting teST NAME field will eliminate line item
detail and adding a filter on PROCESS DATE willnoar our search criteria even
further. Remember to watch the way filters groufpenatically. Make sure you take

into account filters that will be required and tdse AND, such as, ACTIVE
EMPLOYEEand PROCESS DATE. Placing these filters first witk (DR statements to
follow. We will continue with the report from exése 4 and 5. Begin each modification
by resetting the Run Report menu to ‘Preview withdata’.

The query item LAST NAME needs to be deleted taioedthe report to just the
summary level of what was processed under the INDERCA for the FY (fiscal year)
you selected in your report.

1. To delete the LAST NAME query item, highlight thelemn heading LAST
NAME and delete by using either the X icon, rigliticfor the drop-down menu
or use your delete key on your keyboard

2. Highlight the column heading PROCESS DATE and chakthe filter icon.

—_—

Reduce the amount of data in the report. With the Prompt option selected, the filter can be changed each time the report runs.

Filter on: )
Prompt every time the report runs
PROCESS DATE O P Y P

Condition:
Show only the following j

From

Date: IJun 6, 2008 BH-

" Earliest date

To

Date: IJun 13, 2008 BH-

0 [Latest date

Missing values
{Default)

W Apply the filter to individual values in the data source

0K Cancel

3. Leave theCondition: as ‘Show only the following’ and enter the lasyiudl date
for FY 2008. In the From and To Date options, aeléun 6, 2008 — Jun 13, 2008
and click OK.

12
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4. The Combine Filters dialog box is now reflecting #ddition of the PROCESS
DATE: Between Jun 6, 2008 and Jun 13, 2008. Nohiseis grouped and
defaults to the same OR statement as the filterdlvove. .

5. Remove all the groups. Using your ‘CTRL’ key seleath filter line beginning
with the ACTIVE EMPLOYEE. After all lines are hiighted, clickUngroup.

—

Detail Summary

Use the Detail tab to apply the filter to individual values in the data source.

TITTeT

=l
{, ACTIVE EMPLOVEE

( INDEX CODE: 2602 AND ¥ BUDGET UNIT CODE: scha ) )

OR~™ { INDEX CODE: 2630 AND ¥ BUDGET UNIT CODE: scha j

OR~ PROCESS DATE: Between Jun 6, 2008 and Jun 13, 2008 -

Group Ungroup Apply NOT Remove NOT Delete Delete all Add a filter line...

oK Cancel Apply

6. We want our report to filter on ACTIVE EMPLOYEEAND PROCESS DATE
first. Group these two filters by using your ‘Clkey to highlight and click on
Group.
Make sure to change the AND/OR statement withigs ¢ginoup to AND.
Because the first INDEX CODE or PCA NO filter and BGET UNIT CODE
were grouped within a group, they have remaineshasgrouped filter. Use your
‘CTRL’ key to highlight the remaining INDEX CODE &CA NO and the
BUDGET UNIT CODE, and click osroup.
9. Make sure to change the AND/OR statement withig ¢ioup to AND.
10.To make the OR statement more specific to the INBIEDOE or PCA NO filters
make them two grouped statements within one gratighlight the first
statement and use the ‘CTRL’ key to highlight teead group . Click on Group.
11.Make sure the AND/OR statement between the ACTIWEPEOYEE AND
PROCESS DATE is changed to AND before your doubdeig of INDEX
CODE or PCA NO filters. The only OR statement dtddae between the two
grouped filters

12.1f your statement looks similar to the one belolickcon OK. Run the report.

© N

Detail Summary

Use the Detail tab to apply the filter to individual values in the data source.

Filter

h: {  ACTIVE EMPLOYEE AND ~ PROCESS DATE: Between Jun 6, 2008 and Jun 13, 2008 )
+=| AND~¥ {{ [NDEX CODE: 2602 AND  BUDGET UNIT CODE: scha 3
oR~

{ | INDEX CODE: 2630 AND ~ BUDGET UNIT CODE: scha 3]

Group Ungroup Apply MOT Remove MOT Delete Delete all Add a filter line...

Ok Cancel Apphy

13
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Exercise 7: Filters Cont. (Prompts, groups, deletig)

Purpose: To illustrate how filters can be setrtanpt each time the report is run. You
will also learn to group Query items and buildefik on footer summary items. You will
continue to make the following changes in the repoprocess. Set ‘Preview with No
Data’ before you proceed.

1. Inthe work space, right-click the filter icontae beginning of the filter line and
select ‘Delete all'.

Click ‘Insert Data’ in the main Menu and open tHdlB_.OYEE PAYROLL/
PAYMENTS ‘reporting group'.

Open the POSITION CONTROL Query Subject and doghtd PCN.

Open the EMPLOYEE Query Subject and double clidR&FT NAME

Add the pre-defined filter ACTIVE EMPLOYEE

Highlight the PROCESS DATE column heading and cliek filter icon.

Select the ‘Prompt every time the report runs’ @pti.

Clear the date field in the From/To boxes and timk OK.

e x]

Reduce the amount of data in the report. With the Prompt option selected, the filter can be changed each time the report runs.

N

©ONO®OAW

Filter on:

v Prompt every time the report runs|
PROCESS DATE | I_ i Y i

Condition:
Show only the following j

From

Date: (¥ I B-
' Earliest date

To

Date: I B

@ [ Latest date

Missing values
(Default)

[+ Apply the filter to individual values in the data source

| oK || Cancel|

9. Using your CTRL key, select PCN, INDEX CODE/PCA NBLDGET UNIT
CODE and EMPLOYEE NAME and click the Group icong

14



? ACTIVE EMPLOYEE AND PROCESS DATE: Between Jul 1, 2008 and Aug 25, 2EIEIEI

PCHN: abcd
INDEX CODE | BUDGET UNIT CODE | FIRST NAME | PROCESS DATE | GL AMOUNT
abcd abcd abcd Aug 25, 2008 1,234
Aug 25, 2008 1,234
Aug 25, 2008 1,234
abcd 1,234
abcd Aug 25, 2008 1,234
Aug 25, 2008 1,234
Aug 25, 2008 1,234
abed 1,234
abcd 1,234
abicd abcd Aug 25, 2008 1,234
Aug 25, 2008 1,234
Aug 25, 2008 1,234
abed 1,234
abcd Aug 25, 2008 1,234
Aug 25, 2008 1,234
Aug 25, 2008 1,234
abcd 1,234
abecd 1,234
abcd 1,234

10. Make a section break for the PCN. Highlight

PCN and click the section ico™

11.Run your report.

12.Complete the date prompt with the From/To as
July 1, 2008 — August 25, 2008.

13.Click Finish

14.Complete the Prompt page for FISCAL YEAR
and AGENCY CODE (if you have multiple
agencies you report on.)

g

# Indicates a required field,

# Points to missing information.

PROCESS DATE
Provide a value:
From

Provide values for the report you are about to run,

[o]

To:
Jan Feb Mar Apr May Jun
Jul Aug 3Sep Oct Mov Dec
Sun Mon Tue Wed Thu Fri Sat

12

3 4 3 6 Z 8 8
10 11 12 13 14 1516
17 18 19 20 21 22 23
24 25 26 27 28 29 30
31

O Latest date

Cancel < Back Next =

15
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INDEX CODE | BUDGET UMIT CODE | FIRST MAME | PROCESS DATE | GL AMOUNT

4501 SCDA DAMNIEL Jul 10,2003 4,742.96

Jul 24, 2008 3,351.44

Aug F 2008 4,742.96

Aug 21,2008 3,351.43

DANIEL 20,588.79

SCDA 20,588.79

4501 20,588.79

o001 20,588.79
PCN: 0002

INDEX CODE | BUDGET UMIT CODE | FIRST NAME | PROCESS DATE | GL AMOUNT

4001 SCDA TERESA Jul: 10,2008 3,095.51

Jul:24,-2008 3,951.16

Aug ¥, 2003 3,214.46

Aug 2l 2008 3,974.98

TERESA 14,235.91

SCDA 14,235.91

4601 14,235.91

Joo2 14,235.91

Continue in the same report and build a filter witjour groups on the GL AMOUNT.
15. Click Run Report and select the Preview with NoaDat

16. Highlight the GL AMOUNT in the body of the reporNOT the column heading.
Click the filter icon.

16
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Reduce the amount of data in the report. With the Prompt option selected, the filter can be changed each time the report runs.

Filter on: ;
Prompt every time the report runs
GL AMOUNT = P Y P
Condition: Apply the filter to:
Showr only the following j " Values in the report
% Group summaries in the repart:
From:
| [Pcn -

& Lowestvalue " Individual values in the data source

To: @ [14,000

' Highest value

Missing values =
(Default)

‘ 0K || Cancel‘

17.Apply the filter to Group summaries in the repartdaelect PCN from the drop-
down box.

18.In the Condition: statement:

- Make Sure ShOW only the fOIIOWIng Y ACTIVE EMPLOYEE AND PROCESS DATE: Between Jul 1, 2008 and Aug 25, 2008

|S Selected Y GL AMOUNT summary for PCM: Less than or equal to 14,000
= Select Lowest Value in the From:
. PCH: 0004
section. INDEX CODE | BUDGET UNIT CODE | FIRST NAME | PROCESS DATE | GL AMOUNT
= Select To: and enter 14,000 4601 SCDA ANTHONY | Jul 10, 2008 260194
: Jul 24, 2008 2,803.35
" C“Ck OK i Aug 7, 2008 2,008, 18
19.Run the report completing all AG2L 2008 | 28923
prompts with the same date rangeg AITHONY 1040583
SCDA 10,405.83
as before. 4601 10,405.83
20. Save your report and Log Off. o 1040583
PCH: 0005
INDEX CODE | BUDGET UNIT CODE | FIRST NAME | PROCESS DATE | GL AMOUNT
4522 SCDA sCoTT Jul 10, 2008 292,68
Aug 7, 2003 30731
SCOTT 599.99
SCDA 599.99
4522 599.99
4601 SCDA scoTT Jul 10, 2008 1,300.30
Jul 24, 2008 208172
Aug 7, 2008 1,333.34
Aug 21, 2008 2,043,271
SCOTT 6,765.07
SCDA 6,765.07
1601 6,765.07
7,365.06
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Exercise 8: Build a report with calculated fieldssorts
and conditional styles.

Purpose: To build calculated fields in a repastirquery items which have not been
defined as measurements. The fields we will credtdnelp determine the ‘Years of
Service’ employees in your agency have and thesy&@faservice combined with age to
calculate the Rule of 90. You will work in the EMBYEE LEAVE BALANCES
reporting group.Note: Thisis an example of calculated fields and does not take into
consideration all of the factors used in the true determination of an employees retirement
eligibility. Begin with a clean new report sheet by clickinglo®icon for new report.

Open the EMPLOYEE LEAVE BALANCES reporting group.

Open the EMPLOYEE Query Subject.

Use the CTRL key to select and insert FIRST NAMEBE and LATEST HIRE
DATE.

Close the EMPLOYEE Query Subject and open LEAVE BAICES.

Double click CREDITED STATE SERVICE HOURS to insért

Close the query subject LEAVE BALANCES.

Add the pre-defined filter ACTIVE EMPLOYEE

Highlight the CREDITED STATE SERVICE HOURS columadding and click

the calculate icon. <

Mew calculated report items appear after the last selected item. You can safely delete report items that were used to create calculations.

wnN P

©No A

Operation type: Expression:

[ Arithmetic -l CREDITED STATE SERVICE
HOURS [ 2,080
Operation:
|,Ir (division) j
Order:
{*) CREDITED STATE SERVICE HOURS f <Mumber = New item name:

™ Use the default name
{7 «MNumber > | CREDITED STATE SERVICE HOURS

& |Years of Service

Number: IZ,DSD

Insert Cancel

9. In the Calculate dialog box change thperation: to /(division),
10. Enter 2,080 in th&lumber: box

11.Enter Years of Service in tidew item name;

12.Click Insert.

18



IBIS

Idaho Business Intelligence Solution

13.Use the CTRL key to select AGE and Years of Seraia# click the calculate
icon.

14.In the Calculate dialog box, enter Rule of 90 iaNew item name:field.

15. Click Insert.

Calculate X
MNew calculated report items appear after the last selected item. You can safely delete report items that were used to create calculations.
Operation type: Expression:

|Arithmetic j AGE + (Years of Service)

Operation:

|+ (sum) j

Selected report items:

AGE New item name:

(Years of Service) {7 Use the default name

& |Rule of 90

I~ Mumber: I

| Insert | ‘ Cancel ‘

16. Right-click the Rule of 90 column and sel&drt, Descending (9 tol)
17.Click OK.

18. Save the report to MY FOLDERS.

19.Run the report.

< ACTIVE EMPLOYEE
24 Rule of 90: Descending order
FIRSTMNAME | AGE | LATEST HIRE DATE | CREDITED STATE SERVICE HOURS | Years of Service | Rule of 90%
Employeel | 53  Oct1, 1972 74,706.2 35.916 94,916
56 May 1, 1972 76,408.3 36.735 92,735
Employee2
59 Dec 27, 2006 69,589.3 33.456 92,456
Employee3 &g pec 31, 2006 44,527.3 21.407 90,407
Employeed 598  May 26, 1983 57,054.3 27.430 86.430
Employees | 3| Aug 5 1992 69,185.7 33.262 86,262
55 Oct2, 1978 62,824.7 30.204 86.204
Employee6 | oo gen 27, 1978 62,179.3 29,894 84,804
e 52 Sep 8, 2003 67,720.4 32.553 84,553

19




IBIS

Idaho Business Intelligence Solution

20.Reset the Run Report menu to Preview with no data.

21.Right-click the Years of Service column and sefemimat data.
22.Change number of decimal places to 0.

23.Right-click the Rule of 90 column and repeat formiatcess in step.
24.Highlight the Rule of 90 column and click Summarizen.

25.Remove the check mark in the selection &hxow summaries for footers
26.Click OK and run the report.

F ACTIVE EMPLOYEE
%I Rule of 90: Descending order

FIRST MAME | AGE | LATEST HIRE DATE | CREDITED STATE SERVICE HOURS | Years of Service | Rule of 30+

Emp|0yee2 56 May 1, 1972 To,408.3 37 93
Employee3 53  Dec 27, 2008 £9,583.3 33 32
Employee4 &3  pec 31, 2008 44,527.3 21 30
EmployeeS 5 may 25, 1933 57,0543 27 86
Employee6 53 | Aug 5, 1992 69,1857 33 86
Employee7
56 | Oct2, 1978 62,8247 30 86
Employee8
Employee9 55 | Sep 27, 1978 62,1793 20 a5
52 | Sep &, 2003 67,7204 33 85

27.Reset the Run Report menu to Preview with no data

28.CREDITED STATE SERVICE HOURS is not necessary. Hight and click
delete.

29.Right click the Rule of 90 column, and select Defdonditional Styles...

30. Define styles for 90, 80 and 70. You can use #fauts for Excellent, Very
Good and Average for the three levels.

Spedify one or more alphanumeric values to define ranges or select the values for which you want to define conditional styles. Then spedify the style
to use for each range or value. You can customize a style by dicking the Edit icon.
Selection: Range Style
Rule of 90 Highest value -
<Custom= 7| | AaBbCe | 7
New value: L I J |a—|
¥
x| 90" [<custom> 7] [[AaBbec ]~
Insert =p T
Ea I 80 [<custom> 7| [Aazsce |2
+
x I 70 |<Cust0m> j A3BbCc | #
Lowest value —
| oK | | Cancel | | Apply |
31.Click OK.
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32.Run your report.

I ACTIVE EMPLOYEE

%I Bule of 90: Descending order

FIRST MAME AGE | LATEST HIFEE DATE | * Rule of o0=
Employeel 59 Oct 1, 1972 36 S5

56 May 1, 1972 37 S5
Employee2

5o Dec 27, 2006 33 - F
Employee3

(=1 Dec 31, 2006 21 S0
Employee4 52 May 25, 1933 27 86
Employee5 53 Aug 5, 1992 33 g&
Employee6 5& Oct 2, 19758 30 a&
Employee? 55 Sep 27, 1978 30 a5

52 Sep g, 2003 33 55
Employee8

57 Jul 21, 1988 27 &4
Employee9

53 Sep 1, 1972 30 =1
Employeel10 62 | Jul 10, 1989 19 81
Employeell 54 QOct 20, 1951 27 81
Employee12 5a Apr 28, 1987 22 =1n
Employee13 52 Feb 5, 1990 28 =1n

57 May 22, 1989 21 7B
Employeel4

51 Apr 24, 1994 27 7B
Employeel5

49 Aug 11, 1980 28 rird

Employee16 61 | Jun 18, 2000 15 -
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Exercise 9A: Define custom groups

Purpose is to reduce data by building custom grolpshis exercise you will add
custom groups for “Salary”, “Benefits/ Fringe” atidisc” using the expenditure sub
object codes. The query items to include in ouoreare: LAST NAME,
EXPENDITURE SUB OBJECT CODE, INDEX CODE or PCA NIBIDEX TITLE or
PCA, GL AMOUNT, PAYROLL HOURS.

1. Atthe main Menu under Insert Data, open the ‘Repgmgroup’ EMPLOYEE
PAYROLL/PAYMENTS by clicking the + sign. (Noticéis reporting group is
pre-filtered on GL 4200)
Open query subject EMPLOYEE.
Select LAST NAME and click Insert.
Close the EMPLOYEE query subject by using the A sig
Open query subject FUNDS.
Select EXPENDITURE SUB OBJECT CODE and double click
Close the FUNDS query subject by using the - sign
Add the INDEX CODE and INDEX TITLE or PCA NUMBER drPCA.
a. If using INDEX CODE and INDEX TITLE, open AGENCY quy
subject.
b. If using PCA NUMBER and PCA open PROGRAM query sghj
9. Use the Ctrl key, select INDEX CODE and INDEX TITIbE PCA NUMBER
and PCA and then click Insert.
10.Close the query subject by using the — sign..
11.0pen the GL query subject.
12.Uses the Ctrl key, select GL AMOUNT and PAYROLL H&B click Insert.
13.Close GL query subject using the — sign.

N OTAWN

rr— Pmr——— mr— m e ——— e e e

Ckata is twrned off

Title
[TAST naME | BFERDITURE SUB DBIECT CODE | IMDEX COCE | INDEX TITLE | GL AMOUNT | PAYROLL HOURS |
abed abed abed | atvod | 1,254 | 1,234
abword abod adbrd abod 1,254 1,234
adwcd abcd adbd abod 1,254 1,234
Sumimary 1,234 1,234

14.1n the left hand navigation, change your Menu sgeladrom Insert Data to Edit
Data.

15. Select the column heading EXPENDITURE SUB OBJECTDEQthen select
Define Custom Groups via the Edit Data menu. (Nobefine Custom Groups
cannot be accessed from the toolbar or with a ctit.)
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16.In the Define custom groups dialog box add “SalamyNEW GROUP NAME,
then click the down arrov. This will add “Salary” to the Custom Groups .list

17. Repeat step 16 to add a NEW GROUP NAME for “Bes#iringe” and “Misc”.
Select down arrox after typing in each new group name.

e
| e
| Edie O Craats & Fepot AEm watl R VElhass B Bl yTer Sem RestL. VD Creite tham by gemsiping tha viluas of gn a=auting M, Cushees oo B
[ — timaliad T st ari B AT 3o T haghdighr wamgges 0 valeel [1ee rhen have bees Gt o S BT S et e el ady B iy wt
Telhmas L T — T
Ry Fow - Posmes 1o mussing sed et
-'?' - w2y By
| Comteon [incendust voiues |
i
| == S —
| =, - r‘i‘_'_'—mﬂ 'S
."‘"" Corttosm grosges  Cuwtadn greep ehues Ay iatie oalome
| B ceicace e [ T a
Rt Cuiss Grnain. Berefis Fringe :1113 !
i * faas
i@ tomn > [
f " -
[ e .m
(R e — 4150 = _=
ki oo o Qoo aff Strol of Tt gf
Saryrw Do Segsieg
M Fieria v —
1% G
E Dnfese
| e
G oK Cacd

18. Select the new Custom Group “Salary”.
19.Under AVAILABLE VALUES select the sub object codé$05 through 4190 for

the Custom Group “Salary”
a. Select 4105 and use the Shift key to select yaugea
b. With the Shift key suppressed, select 4190, (dllesbetween 4105 and

4190 will be highlighted), then click the left ach to place in Custom
group values for “Salary”.

Custom groups: Custom group values: Available values:

[

Delete Select all Deselect all Select all Deselect all

20.Return to Custom groups and select the new “BesiEfinge” group. (Notice
once value has been selected it is no longer dkaiia the Available values list).

Custom groups: Custom group values: Available values:

Salar

Misc
|E| 4215
4216
|E| 4220
4225
4230 |
Delete Select all Deselect all Select all Deselect all
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21.Repeat the process in step 19 for the sub objelescd205 through 4290.

22.Repeat the process in step 18 & 19 and selecthadl édvailable Values for the
Custom Group “Misc”.

23.Name the new column for your custom groups by sielgdNEW ITEM NAME
under the Available Values dialog box.

24.Add “Pay Type” in the NEW ITEM NAME, then click QK(Notice new “Pay
Type” column).

Dats b= turned off

Title
| INDEX TITLE | GL AMOUNT | PAYROLL HOURS
shed 1,234 1,234
abed 1,234 1,234
abed 1,234 1,234
1,234 1,234
25.Run the report.
Title
| LASTHNAME |EPENDITMRESUBOBECTCODE | PayTwpe | INDEX CODE | INDEX TITLE 1 PAYROLL HOURS |
ANDERSEM 4105 Salary 22 ACCOUNTING OPERATIONS 7.814.90 5800
ANDERSEN 4205 BenefitsFringe 2702 ACCOUNTING OPERATIONS 9312 0.0
ANDERSEN 4210 Benefits/Fringe | 2702 ACCOUNTING OPERATIONS 2,175.00 0.0
ANDERSEN 4215 BensfitsFringe | 2702 ACCOUNTING OPERATIONS 20.80 0.0
ANDERSEN 4225 BenefitsFringe | 2702 ACCOUNTING OPERATIONS 81192 0.0
ANDERSEN 4230 Bensfits Fringe | 2702 ACCOUNTING OPERATIONS 50.82 0.0
ANDERSEN 4255 BenefitsFrings | 2702 ACCOUNTING OPERATIONS 1404 0.0
ANDERSEN 4260 BensfitsiFrings | 2702 ACCOUNTING OPERATIONS 537.80 0.0
AUGER 4105 Satary 4601 APPLICATION DEVELOPMENT 8,505.60 480.0
AUGER 4205 Benefits/Frings 4601 APPLICATION DEVELOPMENT 10134 0.0
AUGER 4210 BenefitsFringe | 4601 APPLICATION DEVELOPMENT 2,175.00 2.0
AUGER 4215 BenefitsFringe 4601 APPLICATION DEVELOPMENT 270 0.0
AUGER 4225 BenefitsFringe | 4601 APPLICATION DEVELOPMENT 88374 2.0
AUGER 4230 BenafitsfFrings 4601 APPLICATION DEVELOPMENT 55.25 0.0
AUGER 4255 Benefits Frings | 4601 APPLICATION DEVELOPMENT 15.12 0.0
= Teo & Paeor ¥ Paopdown T Boion

26.Save report to My Folders as “Pay Type”.
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Exercise 9B: Format a Report

Purpose: We will continue to work in the reporyHgpe. To make the report more
visually appealing, we will add a report title dodmatting, such as font colors and
background colors, and apply a report template.

Title
LAST NAME | EXFENDITURE SUB OBJECT CODE | Pay Type | INDEX CODE | INDEX TITLE | GL AMOUNT | PAYROLL HOURS
abcd abcd abcd abcd abcd 1,234 1,234
abcd abcd abcd abcd abcd 1,234 1,234
abcd abcd abcd abcd abcd 1,234 1,234
Summary 1,234 1,234
1. With Shift key suppressed, select LAST NAME and FROLL HOURS column

headers to select all of the column headers.

2. On the toolbar, click Change Font Styl g:!
3. In the Font color list, clickVhite.
4. In the Background color list, clidRlue.
5. Inthe Size list, Clickil4 pt.
6. Inthe Weight list, clickBold.
7. Click OK, and then click the white space to thentigf the report.
This deselects the column headers so we can seewh&rmatting as shown
below:
Title
- EXPENDITURE SUB | Pay | INDEX | INDEX GL PAYROLL
OBJECT CODE Type | CODE  TITLE AMOUNT HOURS
abed abcd abcd gbed abcd 1,234 1,234
abed abecd abed abcd abecd 1,234 1,234
abed abcd abcd gbed abcd 1,234 1,234
Summary 1,234 1,234

The column headers display the new formatting. & want to add a title and a

filter to the report.

8. Click Title at the top of the report.

9. Inthe Title box, type Pay Type Report, and theckaDK.
The new report title displays at the top of theorép We want to filter the report
for expenditure sub object 4105.

10.Click the EXPENDITURE SUB OBJECT CODE column heaaerd then on the
toolbar, click Filter.

11. At the blinking cursor type in 4105 and click Inséhen click OK.
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12.Run your report.

The report displays data only for sub object 410& your new column Pay Type
should only show Salary.

V EXPENDITURE SUE OBJECT CODE: 4105

Pay Type Report

PAYROLL

HOURS

LAST EXPENDITURE SUB | Pay | INDEX
NAME OBJECT CODE Type | CODE
ANDERSEN 4105 Salary 2702
AUGER 4105 Salary 4801
BALL 4105 Salary 4510
BALL 4105 Salary 4801

INDEX GL
TITLE AMOUNT
ACCOUNTING 9,116.80
OPERATIONS
APPLICATION 9,923.30
DEVELOPMENT
DISASTER RECOVERY 401,81
LAN 7,634.22

13.Reset the Run Report menu to Preview with no data.

360.0

560.0

23.1
531.9

We will format the new report title and the filtexxt that displays at the top of the

report.

14.Click the white space next Ray Type Reportat the top of the report.
15.0n the toolbar, click Change Font Styles.

_

Specify the font and alignment of the text.

Font:
(Default) -

Font color:
A

Background color:
A

Preview:

Size:
(Default) =

Effects:

[ Underline

[ overline

r Strikethrough

Weight:
(Default) =

Style:
I Ttalic 'l

Text alignment:
(Default) E]+

AaBbCeYyzz

Advanced options #
e Apply styles to the current selection

@ Apply styles only to the selections below
[ Title
[ Subtitle
[ Filters
[ sections

| 0K || Cancel|

I Column headings
M Data
™ Group summary titles

[ Group summary values

Reset to default values

" Section summary titles
[ section summary values
I overall summary titles

I Gverall summary values
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16.Change the font properties to the following:
» Font color: Default
» Background Color: Default
* Style: ltalic
The Size and Weight are still set to 14 pt Bold.
17.Click Advanced options.
18.Click Apply styles only to the selections below.
19. Select the Title, and Filters check boxes, and thiek OK.
The report title and filter text are formatted sa®wn below:

Data is turned off

Pay Type Report

v EXPENDITURE SUB OEECT CODE: 4105

LAST EXPENDITURE SUB Pay INDEX INDEX GL PAYROLL

NAME OBJECT CODE Type CODE TITLE | AMOUNT HOURS
abcd abcd abcd abcd abcd 1,234 1,234
abcd abcd abcd abecd abed 1,234 1,234
abcd abcd abcd abcd abed 1,234 1,234
Summary 1,234 1,234

We are now ready to apply a template to the report.
20.From the menu, click Change Layout, and then Aj@snplate.

Query Studio - New MARY EVERTLL-140 iR
MIPDHEHBE s BXoa p THZE REB-ODara 00 F 8
[%Font dlsze -l A- B 1 v & EH- 4=
Data is turned off
Pay Type Report
? EXPENDITURE SUB OB IECT CODE: 4105
Define Condtionsl Styles... LAST EXPENDITURE SUB Pay INDEX INDEX GL PAYROLL
A4 Change Font Styles. ., NAME OBJECT CODE Type CODE TITLE | AMOUNT HOURS
FA Change Border Styles... abed abed abed abed abed 1,234 1,234
Reset Font and Border Styles abcd abed abed abed abed 1,234 1,234
Apply Template. .. abed abed abed abed abed 1,234 1,234
Summary 1,234 1,234
Edit Title Area...
Set Web Page Size...
Set Page Breaks
& Groun
T Pt
T Unaroun
T4 Create Sections
Swap Rows and Columns
8 Collapse Group
Expand Group Oct 15, 2008 1- 3:12:06 PM 5]
Data is turned off Run al data Use limited data
Apply a template to the report to set default styles.
& Do not apply a template
) Apply 3 template:
{None) Selecta template...
T Reset al styles to template defaults




Idaho Business Intelligence Solution

21.Click Apply a template, and then click Select a jpate.

22.From the Select a Template, click Cognos, clickestd Idaho Public Folders,
click Statewide Reports, click Statewide Query Biltkample Reports, then
click Training Templates.

23.Click Training Template_1, click OK and then clioK again.

Mavigate the folders or search to find the template Search
Cognos = State of Idaho Public Folders = Statewide Reports = Statewide Query Studio Report Examples (save to your own folder and modify as needed) > Training
Templates

Entries: |1 - Il #]
| |Mames

o Training Template_1

| oK || Cancel

Notice that the report has a State of Idaho seildrheader. The colors and fonts have
been changed to that of the template.

Office of the Idaho State Controller

700 West State Street
Boige, ID. 83720-0011
Attention: IBIS Trainers

Pay Type Report

F EXPENDITURE SUB OBJECT CODE: 4105

LAST EXPENDITURE SUB Pay INDEX INDEX GL PAYROLL

NAME OBJECT CODE Type CODE TITLE | AMOUNT HOURS
abed abcd abed abcd abed 1,234 1,234
abed abcd abed abcd gbed 1,234 1,234
abed abcd abed abed abed 1,234 1,234
Summary 1,234 1,234
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Exercise 10: Schedule a Report

Purpose: To accommodate the needs of various &rd,uve will schedule the report to
run and send e-mail notification on a regular ba¥%i& will prepare the report to run
every two minutes so that the data can be analyZemlaccommodate the needs of the
various end-users we will render the report outputsoth HTML and PDF.

1. From the State of Idaho Public Folders tab, cliockiryAgency ### folder.
Reports you created in Query Studio are displageshawn below:

[ [ i State of Idaho Public Folders \H, \| ‘

State of Idzho Public Folders = Agency 140 = Patt  training data I EEE Y X i@ i
Entries: ll_ - |3_ 0

I Name & Modified & Actions

I [ exenditures by pcs August 24, 2007 1:36:32PM b B e

I [&] PayTyne raning Renert Qctcher 15, 2008 40405 PM (AN

I [ QueryRueof 0 May 20, 2008 10:41:53 AM (RN

w N

The Schedule — Pay Type training Report page appé#ere we can specify
when we want to create report outputs, and thedband language of these
report outputs.

Schedule - Pay Type training Report Help X

Schedule this entry to run at a recurring date and time. You can run using the default values or specify the options. You can disable the schedule without losing any of its details.

Disable the schedule Priority: Start:

3 Oct 17, 2008 -
11 ;25 AM =
Frequency: hd
Select the frequency by didkdng on a link. T
+ By Day By Week | By Month By Year By Trigaer € No end date
® End by:
© Every minute(s) BE Y, AL B
5 -
© Every hour(s) 2 100 PM =
@ Every day(s)
Options
Override the default values
Formats: Delivery:
Select at least one delivery methed. For burst reports, the email recipients are determined by the burst
[T Snecteation ! ports . ¢
Number of rows per Web page: Save:
r 1% Save the report

Enable selection-based interactivity ) Save the report as a report view  Edit the options...

PDF

No options saved
Set..,

- > Report View of Pay Type training Report

™ Print the report
Printer location:

™ Excel 2007
| Select a printer...
™ Excel 2002
- Send the report by email Edit the options...
[T | Excel 2000 Single Sheet o .
MARY EVERILL-140
I Delimited text (CSV)
oML
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4. In the Frequency section, click the By Day tab, tiigedefault setting of Every 1
day(s)

5. Advance the start time by 2 minutes and give andate of tomorrow.

6. In the Options section, select the Override thauléivalues check box, and then
select the PDF check box.
Both HTML and PDF are selected.

7. In the Delivery section, ensure that the Save clheckis selected, ensure that the
button beside Save the report is selected.

8. In the Prompt values section, check the Overrigadééfault values.
Your prompts will be displayed for you to selectwpdhen click OK.

Prompt values

I+ Crwverride the default values

AGEMCY CODE: '140'. FISCAL YEAR: '2009',
Edit... Clear

| K || Cancel |

9. After two minutes have passed, click Refrﬁ.
Beside Pay Type training Report, under Actiongkclfiew the output versions
for this report — Pay Type training Report. Pay & y@ining Repor icon
shows that the Schedule Management tool has gedemgbort outputs.

Iﬁ [ | State of 1daho Public Folders H | |

State of Tdaho Public Folders » Agency 140 > Patti » training data i D*F Ef % H & ﬂ h.d ;P? EFE
Entries: Il_ - |4_ 0

il Name & Modified & Actions

M sunendiures by pea August 21, 2007 1:36:32FM AN

M Pay Type training Report October 17, 2008 3:58:51 PM b B Evere...

M Query Rule of 80 May 20, 2008 10:41:53 AM AN

M P Report View of Pay Type training Report October 17, 2008 11:19:02 AM P Mare...

10.Beside Pay Rate training Report, under Actionskdiew the output versions
for this report — Pay Rate training Report.
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The View report output versions — Pay Rate traifRegort page appears. We
can see that two report outputs have been gengadddin English): one in
HTML format, and the other in PDF format.

g

Select an output version to wview by dicking on a Format hyperlink.

Versin:
|october 17, 2008 3:57:42 PM =]  mMansae versions. ..

Formats | Languages E
HIML English {United States)
PDE English {United States)

11.Click PDE & FoF |

The PDF report output opens in Cognos Viewer, agvalbelow:

Pay Type training Report

z ¢ Idaho Business Intelligence Solution

Keep this version » | P ~ [ add this report ~ [} Watch new versions +

B@@m.@.ﬁwauﬁ‘@g@@ k-8 -0 -

@ -

N 4 F H‘@f’

? EXPENDITURE S5UB OBJECT CODE: 4105

EXPENDITURE Pay INDEX INDEX TITLE GL  PAYROLL
SUB OBJECT |Type CODE AMOUNT HOURS
CODE

AAMODT 4105 Salary 4000 INVESTIGATIONS 204,240.17 9,091.0

AAMODT 4105 Salary 8121 BOISE WEST BASIC PROF NON 3744587 2,080.0
CLASSIFIED

AAMODT 4105 Salary 8121 BOISE WEST C&P PROF NON 144,142 45 6,960.0
CLASSIFIED

AARON 4105 Salary 3001 U OF I GEMERAL 225,510.73 B8,240.7

AASVIK 4105 Salary 0001 BSU GENERAL FUND 116,640.00 6,000.0

AASVIK 4108 Salary 0650 BSU UNRESTRICTED FUND 55,057.20 3,040.0

ABARE 4105 Salary 3001 U OF I GENERAL 1,300.00 100.0

ABBOTT 4105 Salary 1000 IDAHO DEPARTMENT OF LABOR 68,621.63 2,080.0

ABBOTT 4105 Salary 1000 LABOR 7,160.80 2,362.5

ABBOTT 41058 Salary 1015 TRANSPORTATION 0,589.57 858.5

12.Click the Back button on your browser, and theolkcHTML @/ 5L The
HTML report output will open in Cognos Viewer.

13.Click Return, click Close, and beside Pay Rateningi Report , under Actions,
click Schedule.

14.Select the Disable the Schedule check box.
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15.1n the Delivery section, click the button beside&the report, print it, or send an

email, and then select Send a report by e-mail whemeport is complete and
then Click on Edit the E-mail Options.

%

[ Disable the schedule Priority:
3
Frequency:
Select the frequency by cicking on alink.
¥ By Day By Week By Month By Year By Trigger
@ Eyery |2 minute(s)
© Bvery |2 haur(s)
© Every |2 day(s)
Options

[¥ Override the default values
Formats:
[# [HTML -
Number of rows per Web page:
20
[¥ Enable selection-based interactivity
Wl FOF

Ho options saved
Set...

[ Excel 2007

[ Excel 2002
I | Excel 2000 Single Sheet ~
™1 Delimited text (CSV)

Schedule this entry to run at a recurring date and time, You can run using the default values or spedify the options, You can disable the schedule without losing any of its details.

Start:

Oct 17, 2008 B

: -
1 :25 AM =

End:
) Noend date
& End by:

Oct 17, 2008 -

- -
2 100 PM =

Delivery:

Select at least one delivery method. For burst reports, the email redpients are determined by the burst
spedfication,

[ save:
& Save the report
€ Save the report as a report view Edit the options. ..
<> Report View of Pay Type training Report
[ Print the repart
Printer location:

| Select a printer...

[¥ Send a notification by email that the report is complete  Edit the options. ..
MARY EVERILL-140

ImEn

The Set the e-mail options — Pay Type training Repmdow will open for you.
Add a message in the Body of the report as sHosiaow:

%

Specify the reciients and contents of the email, To add recipients, dick Select the rediients or type the email addresses separated by semi-colons. To include an HTML report as the message body, leave the Body box empty and
select the report as the only attachment.

To:

[maRY EVERILL-140;
o

Select the recipients... Show Bcg

Subject:
|Repurt: Pay Type training Report

Body: BIL

Change to plain text 3
This is a test of the e-mail scheduling options

¥ Attach the report

16.Type in the e-mail addresses separated by semmgolo
17.Click OK.

18.Click OK to close the schedule dialog box.
19.Click Home and leave IBIS.
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